How should I pack my boxes?

There are a few basic rules to keep in mind when
packing and labeling boxes for storage. Following
them will save money and a great deal of difficulty
when the boxes need to be located.

¢ Determine the appropriate contents. A box
should contain only one kind (series) of records.
The name of the records type should be a stand-
ard name that comes from our records retention
schedule or File Plan. Refer to the file plan for
cutoff dates and series information.

e Create a File Folder index for each box.
Place a copy on top of the files in each box. To
obtain the appropriate File Folder Index form
refer to Records Management Procedure 5 -
Transferring Inactive Paper Records to Records
Holding Area/Records Storage Facility.

* Do not over pack the boxes. Leave a 1to 2
inch space in each box to allow ease of reference.
Do not put additional material on the bottom,
side, or top of the records in the box.

e Remove duplicate copies, binders, hanging
file folders, and any excess clips.

e Mixed media (e.g., computer diskettes, micro-
film, or videocassettes) cannot be stored in the
same environment as paper records. Please do
not include these media in the same transfer with
paper records without prior approval.

e (learly label the box. The kind of record as
well as the starting and ending date range should
be clearly listed on the outside of the box.

e Prepare the EMCBC Internal Records
Transfer to Records Holding form for each
new transfer. To obtain the appropriate Transfer
form refer to Records Management Procedure 5 -
Transferring Inactive Paper Records to Records
Holding Area/Records Storage Facility.

What else should I

know?

The person searching for records may not
be the same person ~ or even someone
from the same department ~ who packed
the box. Likely, they will know nothing
about departmental acronyms, person-
nel names, and jargon specific to your
area.

They may also recall records many years
after the boxes have been sent to storage.
Therefore, it is important to remember
the following:

e Always refer your department’s
File Plan. If you don’t see what you
need, contact records management
staff for assistance.

®  Don'’t use slang, acronyms, or other
non-standard language in labeling
boxes or in creating a folder index.

e  [Listings like “Joe Smith’s records” or
“miscellaneous records” are not
helpful.

e Always list the date range of the
records.

e Don'’t send old junk to storage.
Only records approved for long-
term storage in accordance with
our records management policies
should be archived. Other non-
records can be shredded or other-
wise destroyed.

¢  Following these simple rules will
help to save many thousands of dol-
lars a year in storage and handling
costs. In addition, the process of the
records retrieval will also be more
efficient and require less time and

resources.
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What should I do with my
old records?

The solution is to
pack and label
boxes clearly and
accurately and to
make sure that you
(and the agency)
have captured the
right information
Why should I for every box you
care what goes  send o storage

in each box?

In all of these cases, we search for boxes containing
specific records from specific dates. There are
several reasons why we need to be able to do so as
quickly and accurately as possible.




